Making an Evacuation Plan


Worksheet 2: Personnel Records
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Who has been appointed as the planner for this project? (This is the person who will write the plan.)
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Who will be responsible for giving the order for evacuation?  (This is the person who will be in charge of the evacuation.)
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Identify and write down the chain of command starting with the person in charge of the evacuation down to each person who has a specified role in the evacuation process.

	Name
	Office #
	Pager #
	Cell #
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Make up a printed list of all personnel working in the building detailing:


· Work area
· Supervisor’s name
· Emergency contact’s name, work and home phone numbers.

This information will be used later as part of the records to be removed from the office on evacuation.

	EMERGENCY CONTACT LIST

	Employee's Name
	Supervisor
	Work Location
	Work #
	Emergency Contact
	Emergency #
	Place of Employment
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